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INFIDENTIAL

14 Novenber 1956

MENGRATUM FORs Ghief, Plans and Pelicy Stal?

SUBJZEOT: Heekly Aativitias Report #46
8 November through %4 November 1956

1. SIGNIFICANT TEMS - lone.

2. OTHER ACTIVITIES

a. Clerieal Twaining

25XE1 : (1) During the weck of § November there were 67 people in
; Cleriss]l Induetion Training and 30 people in Olerical Orientation.

(2) The resulis of the official Agency tasts administered by
Clerical Imduction to entrance-on-duty employses for the week of
§ Npvember were as follows: OF O povple tested 1 shorthand, 1
qualified; of 17 peopls tested im typowriting, 7 qualified.

~ (3) The resulfs of the Clarical Skills Qualification Tesls
adwinisterad by Clerieal Refwesher Training on 6 November were as
follouws: OFf 3 pesople tested in chorthand, non® qualified; of 3
pedple tested in typeuritimg, 1 qualified,

() Mo, , Chief, Clorical Rofreshew Training,
attended the Virginia Business Edutotion Asgseciation in Richmond,
Virginis, on 2 November.

25X1 (5) The English Usage class given 2t the request of FDD/OO at

! D Building conciluded on © Howember, Tventy-tuo amploydes commpleted
the course. The comments of the Individunl members of the class
indicated that they appreciabed thd instruction ard derived a great
degl of bonefit from it, Mawy oxpressed a deaire o have tha claas
oxtended becauss they falt that tha periocd of instruction was too
ghort for their needs, ’ ;

. (6) A serios of weetings has been begum with representatives
from A & B, Personnel, and Clerical Traimdng to discuse possible
¢hanges in the Agerney qualification requiretenie in shorthand end
typeuriting a® well ag in thé pattern of testing.

25X1 (7) Mes. | wieited FBI Training Officers
on 9 November, commencing a study of traintog in the techniques of
dictating.
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b, Imiliigance Twaining |

¥, hos complsted the drafi of a new course errtitled

- consddersble interest in tralning of this matwre, The plan preposes

27 Rhours of instruction, 2lams sxercises, and problems, in nestings
three morninge eath week for thras wesks, The course would be avail.
eble to persopnel of all grades and coumpoments but would have wimry
sponsorship by et least one customer erpenization. _

¢. Intellipence Ordentation

(1) The Introduetion o Intelligence Phagoe of Iﬁtelligence
Oriontation #3 endad on Friday, 9 Movember, Student tomments on the
content of the courca wepe qnite favorabls,

(2) The Intedligence Products Exhibit held on Thursday, 8 Novenbes,
vag attended by thirty-zix visltors from other TAC agancies, Attendance
of outside vinitors was sharply eut at the lash momént, paArtly bocsuse
of the crises in world offalys,

' (3) On 33 Yovember I@.W}?—[spéks to the Couvnter Twtelid-
gencs Oorps School at Fort Holabi » Yarylend, Hie topic waes "CIA

Organ:izampn. "
d. Reac!jg ;l}'mz_@mem

attended 2 maeting of area veading
treiving officers at Fort Molalr on Thursday, & Noveuber. Me, Lauronce
Dowsll, Divector of the Army Education Center, explained the reading
traloing methods used for Metionsl War Gollege snd Indvetyigl Collepe
stndents, :

e. OIR Oplentation Officer

(1) A Dependents® Briefing wap held for eight people on Tussdey
and Yedneaday af'terncong, 6 and % Hovember,

(2) On Thursday, 2 Neveumber, the CTA Review was held for 38 peoplo.

(3) On Thupsdsy, 8 November, at the request of WE, a one and
half houy S B tion was conducted for the Chief of thes
| The program ctvered the NSC, IAC, OCB, and the
organization and funotions of CIA other than the DD/P. The latter was
to be coversd later by 1 ‘ ~
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{4) A lsotuve dealing with the contributions of various CIA
 components to the solution of world problems was given by Me.[ ] 25X1
to the Office of Seourity Clerical Conference on 8 November.

(5) On Tussdsy, 13 November, the enditorsun (117 Central) was
ueed by the DCI to present the Distinruished Servica Madal to

f. Adminisirative Trelining
Hothing to yoport.

g. Mepogement Ireining

{1) S hag scheduled three follow.up mestings of two
heours sach this week, Five Brsic Supsrvision courses vwhich met
eriginally last spring are being combined in these moctings and will

discuss curvent developments in Careox Sexrvice in the Agency. This
1ill include am intwoduction to the new Caresr Preferencs Outline and
the regulation that acocompemies 1t. In addition, thors will be asome
discussion of the siudents' efforts to apply what they learned fyom
the course to their office situations.

(2) Basic Managsment #29 (G 13-15) is now in 1% second weok.
Twenty students, the coursé maximm, aie attending. ‘

bh. Instractor Training

Inatructional Tschnioues course #23 bsgen Tuesday, 13 November,
and will comtimue through 19 November, Eight studenits ere envolled;
2 are from FP, 3 are from Commw, 2 are from TSS, end 1 i8 from FI,

i. Vigual Alds Staff |
The weckly activities report of the Visual Alds Staff 18 attached.
3. PERSONNEL NOTES

: a. Mr] = |left 13 November for Operations Familiarization at
S. He will be eway through 21 December.

25X1 b. Mr.  |completed his tour of jury duty on 14 November.

After a period of leavs to attend to urgeat family matters, he will
return to dubty on 26 November in tims to teke port in the next
rresentation of Iutslligence Tecminues.
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| 25X1
| s, Mra, |y secrevary in Intelldgence Oriemtation

| entered the hospital on 11 Woweuber. She expects 2’2 remain thawe until
| 14 Naveuber, end to return to work on 3 Decenbor.

| 25X1 | .

’ d., On nded a farewvoll

‘ 25X1 mmﬁ at ‘
Gotot . that he brie:!‘edr in

Phomty

25X1

Aoting Chief, Intelligenso Sehool
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